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Introduction and History 
 
DOCLINE is the National Library of Medicine's automated interlibrary loan (ILL) request routing and 
referral system. The purpose of the system is to provide improved document delivery service 
among libraries in the National Network of Libraries of Medicine (NN/LM).  
 
DOCLINE was started in March of 1985.  The system has gone through several incarnations, the 
most significant in 2000 when it changed from Telnet to a web-based system.  We anticipate the 
continued evolution of DOCLINE, as both technology and the needs of its users change. As of 
September, 2002, the current release of the production system is Release 1.4. 
 
The DOCLINE system serves over 3,000 U.S. and Canadian medical libraries at no cost. 
 
The Library Identifier (LIBID) 
 
LIBID (acronym for Library IDent fier)  i
Correct pronunciation:  "l-eye-b eye-dee" (as in "ID"), NOT "lib-id" (rhyming with "livid") 
 
LIBID's are composed of six alpha characters and can be broken down, as follows: 
 

Position  #1, 2  State code (CT, MA, ME, NH, RI, VT) 
Position  #3  Country code (U=USA) 
Position  #4, 5, 6 former SERHOLD codes 
 

If you see a LIBID in lower case [within brackets] at the upper right corner of your screen, it means 
that your library has either temporarily deactivated DOCLINE routing due to a HOLD request (see 
below) or you are a member of the NN/LM network as a non-DOCLINE participant. (i.e., DOCLINE 
doubles as a membership database.)    
 
HOLD Requests 
 
In small libraries, often there is only one person performing the ILL (InterLibrary Loan) function; 
when this person is expected to be away from the library for an extended period of time, they may 
want to "place a hold" on requests that are sent or routed to them.   
 
To generate a "HOLD Request":  
 

Step 1.  Enter the URL:  http://nnlm.gov/libinfo/DOCLINE/dochold.html 
 
Step 2.   Enter your LIBID, Institution, Name and Phone Number, and indicate the 

dates for deactivation and reactivation on the online form provided.  
 

Step 3.   Click the SUBMIT button to send your HOLD Request to your  DOCLINE  
Coordinator. Confirmation e-mails will be sent out: 
(a.) acknowledging your request; (b.) when your routing is suspended;  
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HOLD Requests 
 

     To place future HOLD Requests, add a Favorite (Internet Explorer) –or-- a Bookmark  
(Netscape) to the URL link above. 

 
 
 
Logging On to DOCLINE 
 
Logging on to the DOCLINE system is E-Z:  
 
To initiate a DOCLINE session: 
 

S ep 1           Enter the URL:t .  http://wwwcf.nlm.nih.gov/DOCLINE/index.cfm. 
 
Step 2.           Enter the UserID and Password for your account. If you forget your  

UserId or Password and no one else at your institution remembers,   
contact your Network Coordinator at the NER Regional Office.                  

 

 
 

     For future DOCLINE sessions, add a Favorite (Internet Explorer) –or-- a Bookmark  
(Netscape) to the URL link above. 
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Contact DOCLINE 
 
When you want to report potential problems with the system, please use the "Contact DOCLINE" 
feature, which may be found under the DOCLINE Help menu.  Please note with Release 1.4, help 
screens were added or modified for the new features. 
 
If you are unsure about the nature or cause of the problem, and require additional diagnosis and 
support, please contact Mark Goldstein, the Regional Network Coordinator for the New England 
Region (NER Region 8),  by phone (508-856-5964) –or-- by e-mail 
(mark.goldstein@umassmed.edu.) 
 
 

DOCLINE Release Notes 1.4   
 

REQUESTS MODULE 
 
1. Reports: Report 1-7. Routing Table Statistics.  Modified report filters out closed libraries.  

 
2. Status/Cancel: Added time in hours and minutes to the History of Request page.   

Time is displayed in 24-hour format, Eastern Time (ET).  
 

3. Delivery Address: Added validation to ensure data is contained in 'Ship to Name',  
'Street', 'City', and 'State' fields to prevent blank shipping address. 
 

DOCUSER MODULE 
 
4. Address: Added URL fields for 'Library Home Page' and 'Institution Home Page';   

added phone number field for institution. 
 

5. Codes:  Changed field label 'National Union Catalog ID' to 'MARC Organization Code'  
to maintain consistency with MARC 21 field labels. 

 
6. Contacts: Added contact types for 'Consumer Health', 'Link Out', and 'Other'.  Use 

‘Other’ to add staff not associated with any of the other contact types.  
 

7. Search:  Added ability to search by the number of holdings.   
 
8. Display:  (a.) Changed "ILL Information" search result display to include number of  

holdings and library group membership; (b.) Changed "Contact Names" search results 
display to list all contact types (not just the ILL contact name); (c.) Added a link to the 
full DOCUSER record from the displayed LIBID in all of the DOCUSER search result 
displays; and (d.) Removed 'Old LIBID' as a search and sort order option.  

 
9.   Interlibrary loan:  Modified 'Participates in Electronic Payment' field label to "Participates in 

EFTS"; and Added 'Date Joined EFTS' field to ILL Services page display.  
 

10. Services: Added field for listing in ‘MEDLINEplus Consumer Health Libraries’ page  
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DOCLINE Release Notes 1.4   
 
 

SERHOLD MODULE 
 
11. Display:  Removed "Frequency Code" and added "Current Publication Frequency" field  

(310 in the MARC bibliographic record) on all SERHOLD screens.  
 

 
RML ADMINISTRATION 

 
12. Added date of last routing table update and date of last SERHOLD update to  

DOCUSER ftp file. 
 
LD ADMINISTRATION 

 
13. LD Patron Admin: Added delivery method, comments, and transfer authorization  

information to LD patron display for the Ordering Library. 
 

14. Messages: Added notification to Home Page message area when a new LD patron 
registers. 

 
HELP 

 
15. Help screens:  Added or modified for new features /changes to DOCLINE 1.4.  
 
16. Contact DOCLINE and Contact RML: (a.) Added ability for sender to copy message to  

their email address on all 'Assistance and Comments' forms; (b.) Separated Name field 
into 'Last Name' and 'First Name' on all 'Assistance and Comments' forms; and (c.) 
Removed field 'DOCLINE User ID' from all 'Assistance and Comments' forms. 

 

 
LOANSOME DOC PROGRAM 

 
17. Change Ordering Library: Added 'contact Library for service' message to LD instructions. 
 
18. Order Documents: (a.) Enhanced message indicating user is no longer authorized for 

ordering library; and (b.) Added author field to 'Loansome Doc order sent' page. 
 
19. Status of Orders:  Added ‘Reason’ request 'Not Filled' to the LD patron's Status page  [for 

example, Cost.] 
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II.  DOCUSER Update 
 
DOCUSER contains directory, interlibrary loan and network information about libraries that participate 
in NLM's ILL Service and the NN/LM's (National Network of Libraries of Medicine's) network. 
 
DOCUSER is one of the most important components of DOCLINE. It contains the Routing Table and 
other information that determines which libraries will receive DOCLINE requests. 
 

KEY NOTE 
 

It is important to keep your DOCUSER record up-to-date, so the DOCLINE system works 
optimally for you.  It is also important to keep your record current so that other libraries can 
find correct information about your library. 
 
 
To initiate a DOCUSER Update session: 
 

Step 1.  Log into DOCLINE (see Module I for instructions).  
 
Step 2. Click DOCUSER. 
 
Step 3. Click Update. 
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II.  DOCUSER Update 
 

Your DOCUSER record is organized into five (5) segments, each with its own tab. From the Address 
tab, there are two (2) Address Type screens that are accessible from a drop down box.  The  default 
display is on the Document Delivery screen. Select a screen by highlighting the item within the drop 
down box. 
 

 
 

Please update both addresses to ensure correct mailings.  Your Document Delivery address will be 
used by lending libraries to fill borrow requests.  Your Institution address will be used by the NER 
Regional office to send out NLM Certificates of Membership (every five years.)  With Release 1.4, 
fields have been added to provide URL’s for the institution’s home Web page and the library’s home 
Web page, in addition to a phone number for the library. 
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II.  DOCUSER Update 
 
The Codes tab (see below) provides membership information.  It is for the most part "display only" 
(you cannot edit its contents.)  Click the arrow of the Library G oups drop down box to review the 
library groups in which your library participates. To be added to a particular group, contact your 
Regional Network Coordinator at the NER Regional Office. 

r

 

 
 

The bottom portion of the screen, however, may be updated.  Indicate your OCLC symbols, MARC 
Organization Code, or additional comments about your library, such as other ILL systems that you 
use. 
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II.  DOCUSER Update 
 
 

  A CLOSER LOOK 
 
�� OCLC Symbol 1 (your library is assigned an OCLC symbol for referral in the OCLC system.) 
 
�� OCLC Symbols 2 and 3 are for different library branches within your institution. 
 
�� The MARC Organization Code  has replaced the former obsolescent “National Union Catalog ID” 

field, to maintain consistency with MARC21 field labels. 
 
�� Batch Update Authoriza on is an NLM  "work in progress"; batch updates of serial holdings to and ti

from OCLC are in their final testing phases and are expected to be realized in the very near 
future. 

 
�� Remember to click the Save button after updating each screen or your work will be lost. 
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II.  DOCUSER Update 
 
There are nine (9) Contact Category screens accessible from a drop down box within the Contacts 
tab: Consumer Hea th,Director, Interlibrary Loan, LinkOut, Loansome Doc  Network, Re erence
SERHOLD and Other screens.   A screen refresh defaults on a display of the Interlibrary Loan screen. 
Select a screen simply by highlighting an item from the drop-down box. 

l , f  

 

 
 

 

KEY NOTE 
 
Click on the Save button after completing each screen or your work will be lost!  
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II.  DOCUSER Update 
 
 

  A CLOSER LOOK 
 
�� NLM strongly recommends entering information in Initial Caps and lower case; this not only 

reduces data storage requirements at NLM, but it also provides uniformity and a consistency to 
the format. 

 
�� It is very important to complete fields for all of the screens. These are contacts for your services!  

Even if you are a one-person library, the rule of thumb is enter the same contact information for 
all of the screens listed.   

 
�� One exception to the rule: if you are NOT a Loansome Doc  participant (an “Ordering Library”),  

do NOT complete the Loansome Doc screen. 
 
�� Be consistent!  If the Contact Name is "Mark Goldstein M.L.I.S." on the Interlibrary Loan screen,  

list it the same on the Network screen -- that is, NOT "Mark Goldstein" or "M. Goldstein"!  This 
will pay off later when you are conducting searches on Contact Names -- your name will come up 
"once and only once," rather than multiple times. 

 
�� Please keep in mind that there are multiple screens under each tab. 
 
�� Under the Address tab, Congressional district and County fields should be filled in; this is part of 

NLM's mapping strategy and will assist NLM in their quest for Congressional funding. 
 
�� Remember to click the Save button after completing each screen or your work will be lost! 
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II.  DOCUSER Update 
 

There are eight (8) ILL Information Category screens accessible from a drop down box within the 
Interlibrary Loan (ILL ) tab: Charges, Delivery Methods, DOCLINE, ILL Services, Loansome Doc
Routing Profile, Routing table and SERHOLD  screens. A screen refresh defaults on a display of the 
Charges screen.  Select a screen simply by highlighting an item from the drop down box. 

 , 

 

 
 
 

KEY NOTE 
 
Remember to constantly click the Save button after completing each screen or your work will be lost!  
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II.  DOCUSER Update 
 

Indicate your library's charges, using the Comments field for explanations or special notes. 
 

 
 
 

  A CLOSER LOOK 
 
�� Charges are very important; it's the first thing that comes up with placing an ILL request. 
 
�� Keep all Comments fields "nice-and-clean" and "easy-to-read" (for example: "free to all 

consortium members"; "Do Not Calculate", etc.) 
 

�� Remember to click the Save button after completing each screen or your work will be lost! 
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II.  DOCUSER Update 

 

Indicate your delivery methods for receiving or sending documents.  US Mail is your default delivery 
method. Use this screen to indicate Fax, Ariel, E-mail and web file formats for additional receipt and 
delivery options. 
 

 

 
 

 

  A CLOSER LOOK 
 
�� Please take the time to review and update this screen. If you’ve installed an electronic document 

delivery system (such as Ariel), please make sure to enter the static/fixed IP address here. 
 
�� Unless otherwise indicated, the U.S. Mail will be the default delivery method for both sending and 

receiving documents. 
 
�� Remember to click the Save button after completing each screen or your work will be lost! 
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II.  DOCUSER Update 

 

The DOCLINE screen under the Interlibrary Loan tab is for "display only" -- there is no updating 
this screen.   

 

 
 

  A CLOSER LOOK 
 
�� DOCLINE doubles as NLM's membership database, in addition to functioning as an ILL routing 

system. 
 
�� All DOCLINE participants are Members of NLM and NN/LM, but not all Network Members are 

DOCLINE participants. Some corporate or special libraries may choose to limit their lending 
services to in-house patrons. These libraries would, in essence, become "affiliate members" of the 
NN/LM network, and would not be participants in the DOCLINE interlibrary loan system.   

 
�� The current membership policy for NN/LM's New England Regional (NER) office regards all NON-

DOCLINE participating members  as "Affiliate" members. 
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II.  DOCUSER Update 

 

On the ILL Services screen under the Interlibrary Loan tab, check off boxes for "Borrows" and 
"Lends".  Check off any remaining boxes, if you participate in any of these functions. Enter the URL 
for your ILL Home Page and Comments, as needed.  
 
Please note that with Release 1.4, EFTS participation, along with date joined is indicated on this 
screen. 
 

 
 

  A CLOSER LOOK 
 
�� The Electronic Fund Transfer program is a national system that is administered by the University 

of Connecticut Libraries,  headquartered in Farmington (See Module VI for contact information.) 
 
�� The checkbox next to "Uses ISO/ILL Protocol" should be left unchecked at this time. Standards 

compliance  remains on the NLM agenda. 
 
�� Remember to click the Save button after completing each screen or your work will be lost! 
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II.  DOCUSER Update 

 

You need only complete the Loansome Doc screen under the Interlibrary Loan tab if you are a 
Loansome Doc "Ordering Library" (see Module V).   
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II.  DOCUSER Update 

 

The next screen item off the Interlibrary Loan tab is the Routing Profile screen.  This screen 
contains default information that is placed automatically into your requests.  A completed Routing 
Profile saves you from having to re-enter this information every time you initiate a request.   
 

 
 

 
If your institution utilizes OCLC for al monograph borrowing, it is NOT necessary for you 
to fill in a M/A/N map

l 
. 

 
In general, the first cell in your M/A/N Map should contain your primary lender of monographs, 
audiovisuals, and non-serial titles (usually a large Resource Library with an extensive monograph 
collection.)  The other three cells should contain frequently used lending libraries, in priority order.  
Your default M/A/N map in your Routing Profile does not have to contain the maximum number of 
institutions, but it should contain at least one.  
 
Enter LIBID's for those libraries whose collections can best fill these requests for you.   
 
The Manual Search feature (see Module III-D) will route to these libraries and to NLM, which is the 
invisible fifth library in everyone's M/A/N map.  
 
If you leave these boxes blank, non-serial and manual requests will route directly to NLM.  Each 
Route Cell must be checked off for the automatic routing table to work properly. 
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II.  DOCUSER Update 
 

  A CLOSER LOOK 
 
�� When setting up defaults for routing instructions, keep in mind that a vast majority of requests 

are made for borrowing, and NOT for lending. 
 
�� Each item on this screen should be considered carefully before completion: 
 
  Form                    Default value is "Copy" 
 
 Copyright   Default value is "Guidelines" 
 
 Maximum Cost Common value $: "11.00" 
                                          Enter the maximum cost you'd be willing to spend 99% of the time for 

a borrow request.  If the answer is "nothing at all", then Enter: FREE. 
If the answer is: "you'd be willing to pay anything ", Enter: N/A 

    
 Comments  Will appear on all requests that are made (For example: "Prefer delivery  
                                           by Ariel.")  Comments may be made on a case-by-case basis, but the 
                                 default for Comments gets stored here! 

 
Authorized By Must be completed before any loans can be processed.  
                                Enter the name or initials of the default person to be authorized. 
 
Network Delivery Common value is "MAIL" -- you don't want to limit your options for  
                                getting your borrow requests filled; you want to make sure that your  
                                request gets routed  to everyone that is stored in your routing table                       
                               (presumably, not everyone can send documents electronically!)  
 
NLM Delivery Select the delivery method of your choice for receiving filled requests. 
 
Ariel IP           Enter the static/fixed IP address for receiving documents via Ariel. 
 
M/A/N Map  M/A/N Map: Manual/Audiovisual/Nonserial titles; this is used as a  

                                          backup when OCLC is not an option. To add or change M/A/N Map                        
entries, click the Edit button next to the cell. You will be prompted 
every inch of the way.                                   

 
Route Cells  All cells must be checked for automatic routing to work.  
 
Refer to Resource  Leave unchecked if you do NOT want to have requests forwarded on  
Libraries            to a random 20 out of > 140 Resource libraries located in the U.S.  
 
Refer on after NLM Leave unchecked if you never intend to have a request routed to NLM  
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II.  DOCUSER Update 
 

The next screen off the Interlibrary Loan tab is the Routing Table screen.  This screen provides 
DOCLINE with the instructions as to where to send your borrow requests. 
 

 
 

You have nine (9) cells in your routing table.  There are slots for twenty (20) libraries in each cell.  
Begin making routing table changes by selecting a cell.  Click the Add button and a window will 
appear for searching for the library's LIBID. When the library appears, click the LIBID and it will 
automatically be added to next available slot within the cell you have displayed (see below.) 
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II.  DOCUSER Update 
 

 
 
 

For cells 1 through 3: Use these for consortia members and local libraries for which you have a 
reciprocal borrowing/lending agreements.  Cell 1 should be reserved for libraries with fewer than 100 
titles in SERHOLD, and cells 2 and 3 for libraries with between 100-200 titles in SERHOLD.  Place 
heavily utilized libraries of a consortium in cells 2 and 3, allowing DOCLINE to search the smaller 
institutions first.  If you are a member of BHSL, the suggested cell placement for Level 2 BHSL is cell 
2; for Level 3 BHSL, cell 3; and so forth.  Cell 1 is for your local consortium and Level 1 BHSL libraries 
(i.e., libraries that have not submitted statistics for the previous year.) 
 
For cells 4 through 6: Use these for non-consortium members with which you have a reciprocal 
agreements or libraries with more than 300 titles in SERHOLD. .  If you are a member of BHSL, the 
suggested cell placement for Level 4 BHSL is cell 4; for Level 5 BHSL, cell 5; and so forth. 
 
For cells 7 and 8: Use these for specialized libraries and Resource Libraries, placing those in 
geographic proximity to your institution in cell 7.  For BHSL, Level 7 libraries should be placed in cell 
7, before the placement of Resource Librraries. Unless they are in your local consortium Level 8, 
BHSL libraries should be prefixed only and should be used for unique materials. 
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 II.  DOCUSER Update 
 

To remove a library from a slot within the cell, click the Remove button and a window will appear 
prompting you for the row number of the slot you wish to remove (see below). 
 

 
 

To move a library from one slot to another within the cell, click the Move button and a window will 
appear prompting you for the row number of the slot you wish to move (see below.) 
 

 
 

When you have finished making all of the changes, click the Save all cells button highlighted with a 
red bar at the right center portion of your screen (see below.) 
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II.  DOCUSER Update 
 

KEY NOTE 
 
Your Routing Table is treated as private information. It is NOT publicly displayed and may be 
accessed only through your own account. 
 

  A CLOSER LOOK 
 
�� Routing table changes are submitted to your Network Coordinator at the NER Regional Office. 

Generally, changes are readily approved.  Occasionally, a "red flag" is spotted (e.g. "CISTI" a 
Canadian group in Cell #1.)  The Network Coordinator for the region will give you a call just to 

       make sure that the change was intentional.  
 
�� The red bar displayed on either side of the Save all cells button does not blink. (This is what is 

regarded as the "non-intuitive" piece of the system.) 
 
�� Click your browser menu function  "File", then "Print" to print out your current Routing Table.  
       Make all of your corrections first and make sure that your printer is powered ON. 

 
�� And you are NOT permitted to enter your own LIBID -- it will be rejected by the system! 
 
�� Don't mix apples with oranges -- "free of charge" and  "charge" libraries should never be stored 

within the same routing cells.                  
 

�� You have a total maximum of 180 slots spread out over 9 cells, but there is no need to fill them 
all. 

 
�� There's a random algorithm at work behind the scenes. Where libraries fall within a particular cell 

matters not one whit. An automatic search proceeds hierarchically ACROSS cells, NOT WITHIN 
them.  

 
�� Remove problem libraries: whether it is due to understaffing or other difficulties. Sometimes 

libraries cannot offer the rapid service needed and expected by others. If you find that your 
requests frequently sit unacknowledged at a specific library before routing onward, you may want 
to remove them fom your Routing Table.  You can always add them back at a later date. 

 
�� Reduce your reliance on prefixing: let DOCLINE do the work of identifying which libraries own the 

correct journal title and volume.  If you are frequently prefixing requests, you may want to make 
changes to your Routing Table.  If you prefix to control ILL costs, consider grouping low and no-
cost lenders together and then use Start-Stop routing, rather than prefixing by clhecking off the 
boxes on your Routing Instructions screen. 
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�� Your Routing Table is the key to the efficient use of the DOCLINE system. 
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II.  DOCUSER Update 

 

The final screen off the Interlibrary Loan tab is the SERHOLD screen.  This screen allows you to 
view the size of your library's holdings. 
 

 
 

  A CLOSER LOOK 
 
�� Keep your SERHOLD file updated by checking at least twice a year. 
 
�� If you review your SERHOLD file without making changes, enter the review date at the bottom of 

the screen and hit the Save button. 
 
�� Levels indicate the number of journal titles listed in your holdings: 
 
            0  optimum; excellent information 
            1 good information 
            2  not enough information; usually only titles provided; need more 
            3  maximum amount; good quantity, not quality of information; usually title, year, 

volume 
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II.  DOCUSER Update 
 

Under the Services tab there are three (3) screens: Consumer Health, Network Membership, and
Service Profile.   

  

 
Note that with Release 1.4, a field was added for authorizing listing in the “MEDLINEplus Consumer 
Health Libraries” page (http://www.nlm.nih.gov/medlineplus/libraries.html). 
 

 
 

The Consumer Health screen indicates if your library has a consumer health collection, as well as 
information about your consumer health Home Page. 
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II.  DOCUSER Update 
 

The Network Membership screen is a "display only" screen, indicating information about your network 
membership. 
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II.  DOCUSER Update 
 

The Services  screen indicates what services your library will provide and what charges, if any, will be 
assessed. 
 

 
 

Remember to click the Save button after completing each screen or your work will be lost! 
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II.  DOCUSER Search/View 
 
You can search DOCUSER to find directory, interlibrary loan, or network information about libraries 
that participate in DOCLINE and/or have membership in the NN/LM network. 
 

To initiate a DOCUSER Search/View session: 
 

Step 1.  Log into DOCLINE (see Module I for instructions).  
 
Step 2.  Click DOCUSER. 
 
Step 3.  Click Search/View to view DOCUSER search parameters. 
 

 
 

KEY NOTE 
 
It is important to keep your DOCUSER record up-to-date, so the DOCLINE system works optimally for 
you and your colleagues.  It is also important to keep your record current, so that other libraries can 
find correct information about your library. 
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II.  DOCUSER Search/View 
 
There are three (3) identical list boxes providing eighteen (18) possible search options. Highlight a 
selection to begin a search. 
 

 
 

The "Only if" search lists (see below) provide for an additional nineteen (19) more options.  
 

 

NN/LM NER  October, 2002 
 

31

 



Module II – DOCUSER  DOCLINE Overview 
 

 

II.  DOCUSER Search/View 
 
 
Select the format for displaying results from this list. The default is "Institution list." 
 

 
 
 

Select the count of your search results to display a full page at a time. 
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II. Exercises  
 
 
1. How many institutions in Rhode Island are DOCLINE participants?   
 
 
2. Find the serials holdings of Freeshare institutions located in New England. 
 
 
3. How many Resource Libraries provide Ariel delivery?     
 
 
4. How many BHSL libraries in Massachusetts participate in EFTS?   
 
 
5. How many libraries in Maine listed are offering Loansome Doc services to unaffiliated health 

professionals?       
 
6. How many health science libraries in Vermont hospitals offer Consumer Health collections? 

      
 
7. How many libraries in Maine listed are offering Loansome Doc services to unaffiliated health 

professionals?       
 
 
8. If you offer services to unaffiliated health professionals (and/or the general public), where in your 

DOCLINE record can that information be found?  
 
 
9. Where do you establish default values for your “borrows?”  
 
 
10. Can you prevent a request from routing to NLM?   
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II.  Answers to Exercises  
 
1. How many institutions in Rhode Island are DOCLINE participants?  20 

Search in:   State/Province Code -- Rhode Island (RI) 
Only if:   DOCLINE Participant     

 
2. Find the serials holdings of Freeshare institutions located in New England. 

Search in:   Region Code -- 08 
Search in:  Library group code -- Freeshare    

 
3. How many Resource Libraries provide Ariel delivery?   11 

Search in:   Library Level Code 
Only if:   DOCLINE Web PDF Service    

 
4. How many BHSL libraries in Massachusetts participate in EFTS?  24 

Search in:   State/Province Code -- Massachusetts (MA)   
Search in: Library group code  --  BHSL 
Only if:   Electronic Payment    
 

5. How many libraries in Maine listed are offering Loansome Doc services to  
      unaffiliated health professionals?      16 

Search in:   State/Province Code -- Maine (ME)  
Only if:   Loansome Doc Library 
Only if:  Unaffiliated Health Professionals 
DispResults:  LD Information 
 

6. How many health science libraries in Vermont hospitals offer Consumer Health collections? 4 
Search in:   State/Province Code -- Vermont (VT)  
Only if:   Library Level Code -- Primary Access (PA) 
Only if:  Consumer Health Collection 
DispResults:  Consumer Health 
 

7. How many libraries in Maine listed are offering Loansome Doc services to  
      unaffiliated health professionals?      16 

Search in:   State/Province Code -- Maine (ME)  
Only if:   Loansome Doc Library 
Onli if:  Unaffiliated Health Professionals 
DispResults:  LD Information 
 

8. If you offer services to unaffiliated health professionals (and/or the general public), where in your 
DOCLINE record can that information be found?  
DOCUSER | Services Tab | Service Category -- Service Profile 

 
9. Where do you establish default values for your “borrows?”  

DOCUSER | Interlibrary Loan Tab | ILL Info Category -- Routing Profile 
 

10. Can you prevent a request from routing to NLM?   
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Make sure "Refer on after NLM" is left unchecked 
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MODULE III. REQUESTS  
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III. Borrow Requests via PubMed  
 
DOCLINE participants can create, edit, route, receive and fill requests. They can also check the 
status of requests, whether they are the "borrowing" or "lending" library. 
 
To initiate a Borrow Request for a journal article: 
 

Step 1.  Log into DOCLINE (see Module I for instructions).  
 
Step 2. Click REQUESTS. 
 
Step 3. Click Borrow. 

 
 

 
 

Step 4. There are different search features to choose from to generate a request: 
 

�� PubMed   
�� UniqueKey   
�� LOCATORplus  

NN/LM NER   October, 2002 
 

36

�� Manual    



Module III -- Requests  DOCLINE Overview 
 

 

III. Borrow Requests via PubMed  
 

 
 

 

KEY NOTE 
 
It is recommended that you submit requests using the PubMed, UniqueKey or 
LOCATORplus search features. These features take advantage of NLM's "unique identifiers" 
that provide links to the SERHOLD file.  SERHOLD contains serial holdings information for 
all of the DOCLINE libraries.  This information makes it possible to automatically route 
requests to libraries that own the journal items that are being requested.  (See Module IV.)  
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III. Borrow Requests via PubMed  

 

With DOCLINE's PubMed search feature, you can initiate a PubMed session, use the Citation 
Matcher or conduct a search.  [Please note that you are still operating within a DOCLINE 
session, see below.] 
 

 
 

You can use PubMed to create a DOCLINE request by checking off the boxes to the left of one 
or more items.  When you have finished selecting, just click the Order button. 
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III. Borrow Requests via PubMed  
 

PubMed's Clipboard feature allows you to save journal citations to batch "borrow requests." 
You can use this feature by selecting citations, then clicking the Clip Add button.  
When you're ready to create requests, click the Order button. 
 

 
 

 

  A CLOSER LOOK 
  
�� Reference numbers for selected citations turn "green" when they are added to the 

Clipboard. 
�� The Clipboard feature supports storage for a maximum of 500 items. 
�� Clipboard items will be lost after one hour of inactivity. 
�� LOCATORplus will reference monographs as well as journals. 
�� PubMed references over 4,000 journals. 
�� If you do not locate a journal article during a PubMed search, search LOCATORplus. 
�� NLM has the largest biomedical library in the world! 
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III. Borrow Requests via PubMed  
 

References for the journal citations that were selected have moved from PubMed into 
DOCLINE.  Now it is time to select individual references for borrowing by checking off the 
empty boxes next to items, or by clicking the Next button to borrow all of the references 
listed. 
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III. Borrow Requests via PubMed  
 

Most of the information displayed on the Routing Instructions screen should already be stored 
in the DOCUSER record (see Module II for an explanation of setting up your Routing Profile.) 
You may change the value of fields on this screen without altering the default information 
stored in DOCUSER.  
 
The following fields are NOT defaults and should be completed for processing the request: 
 

�� Form 
�� Copyright Compliance 
�� Referral Reason 
�� Prefix LIBID 
�� Route Cells 
�� Refer to Resource Libraries 
�� Refer on after NLM 
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Click the Next button to go to the Delivery Address screen. 
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III. Borrow Requests via PubMed  
 
If you want the item sent directly to the requestor, enter it here.  Otherwise, leave your 
library's address in place. 
 

 
 
Click the FINISH button to send your request on its way! 
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III. Borrow Requests via UniqueKey 
 
Select the DOCLINE UniqueKey Search feature for borrow requests when you know the 
PubMed identifier (PMID) or the MEDLINE Identifier (UI). 
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You can enter up to eleven (11) PMID's or UI's, separated by commas. 
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III. Borrow Requests via UniqueKey 
 
PMID's or UI's entered into via the the UniqueKey screen will generate a citation list similar to the one 
that was created with the PubMed Search feature.  Select individual references to be ordered by checking 
off empty boxes next to items, or click the Next button to order all of the items on the list.  Complete the 
routing information, and again click the Next button to display the Delivery Address screen. 
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III. Borrow Requests via UniqueKey 
 

If you do not know a journal article's PMID (or UI), you can also use the UniqueKey Search 
feature to find a bibliographic record for a journal listed in NLM's LOCATORplus database.  You 
may enter a journal title abbreviation, an NLM UI, an ISSN or an OCLC number. 

 

 
 
UniqueKey fills in the bibliographic information about the journal, but you must then complete 
the citation for the specific journal article for which you want to create a borrow request. 
 

 
 
Enter the article title in the Part Title field and the article's author in the Part Author field  
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(see above).  Then provide the Year, Volume, Issue (if known) and Pages.   Click the Next 
button to go to the Routing Instructions and Delivery Address screens. 
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III. Borrow Requests via the LOCATORplus 
 
If you leave the Update portion of the screen blank and click on the Next >>> button, a 
message box (see below)  will pop up on your screen prompting you either for entry of a 
Volume or Year.  If you then click the OK button, the Routing Ins ructions screen will display. 
[Please note that in the absence of complete citation information, the request will route via the 
M/A/N map, 

t

not automatically via SERHOLD.] 
 

 
 
If you do not know: (a.) a journal's title abbreviation; (b.) the NLM UI; (c.) the ISSN; or (d.) 
the OCLC number, use the LOCATORplus Search feature to find bibliographic information that 
can be moved from NLM's catalog into DOCLINE. 
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III. Borrow Requests via the LOCATORplus 
 

The quickest way to find a journal in LOCATORplus is to search by journal title; 
Select/Highlight Journal Title Search under the "Search In:" list box and enter the actual 
title under the "Search For:" list box.  LOCATORplus will display bibliographic information. 
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III. Borrow Requests via the LOCATORplus 
 
Scroll down to the bottom of your retrieval record.  Select the Save option that works best for 
you: (a.) printed; (b.) saved (as a file stored to floppy disk); or (c.) saved as a text file and 
sent to your E-mail inbox over the web.  

 

  
 

Click on the DOCLINE Order button at the bottom of the screen and the Routing Instructions 
screen is displayed, followed by the Delivery Add ess screen, and finally -- he Request
Confirmation screen.  

r t  
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III. Borrow Requests via the Manual Search  
 
The Manual Search feature generates a blank C tation Input form.  You must provide the whole 
citation.  

i

 

 
 
Click the Next button when you have completed the form and proceed to the Routing 
Instructions screen.  Remember: manual requests route according to your M/A/N map (as  
defined in DOCUSER); requests will route only  to the four large libraries listed, plus NLM. 
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III. Borrow Requests via the Manual Search 
 
Click the Next button and proceed to the Delivery Address screen. Then, click the Finish 
button on the Delivery Address screen and your request is on its way! 
 
DOCLINE displays a Request Con irmation screen that informs you which libraries have 
received your request (see below.)   

f

 

 
 
All borrow requests and their history can be viewed online via the the Status/Cancel Feature 
(see III-"Eye", below.)  Information about requests is maintained by the system for 40 days 
after the request has been filled, cancelled or retired.  

 

 A CLOSER LOOK  
 
�� The Manual Search feature for borrow requests should only be used as a last resort (i.e., 

only if you cannot find a journal article via the PubMed, UniqueKey, or LOCATORplus.) 
 
�� Manual requests lack Unique Identifiers and cannot be linked to SERHOLD.  DOCLINE has 

no holdings about these requests, so they do NOT route automatically to those libraries 
owning the requested items. 

 
�� Manual requests -- even those for journal ar iclest  -- route according to your library's M/A/N 

map (Monograph/Audiovisual/Nonserial), which is stored in your DOCUSER record. If your 
M/A/N Map is blank, requests will then be forwarded to NLM. 
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III. Borrow Requests for Monographs and Non-Serial Items 
 
When creating a request for a copy of a monograph, or any other non-serial item, use the 
UniqueKey or LOCATORplus Search features (as outlined above.) These two Search features 
will save you time and effort by pulling the citation information into a request screen. 
 
A request for a monograph or a non-serial item WILL NOT ROUTE automatically to a library 
that owns the item.  Instead, it will route according to the M/A/N map stored in your library's 
DOCUSER record.  If M/A/N map is left blank, the request is forwarded to NLM. 
 
Automatic routing is based on SERHOLD, which is a list of serial holdings.  Therefore, requests 
only for journal articles will route automatically. 
 
When using the UniqueKey Search feature to create a request for a monograph, you can enter 
an NLM UI, an ISBN or an OCLC number to retrieve a bibliographic record from the NLM 
catalog. 
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III. Borrow Requests for Monographs and Non-Serial Items 
 

 
 
DOCLINE places bibliographic information for the item into the Citation Input form (see below.) 
You cannot alter this information -- it is "Display Only". 
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III. Borrow Requests for Monographs and Non-Serial Items 
 
If you want to request a copy of a chapter or a section, fill in the Part Title, Part Author, 
and Pages fields at the bottom half of the screen.  If you want the whole item, leave these 
fields blank. 
 

 
 
 

Then, click the Next button. 
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III. Borrow Requests for Monographs and Non-Serial Items 
 
The Routing Instructions screen appears, with information from your DOCUSER record filled in. 
Enter information in the Referral Reason and Patron Name fields, and make any necessary 
changes to information collected in the other fields. [Please note that these changes will NOT 
affect defaults defined for future transactions.] 
 

 
 

Then, click the Next button to bring up the Delivery Address screen. 
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III. Borrow Requests for Monographs and Non-Serial Items 
 
If you do not know the NLM Unique Identifier, OCLC number, or ISBN, you can use 
LOCATORplus to create requests for mongraphs and other non-serial items. 
 

 
 
All LOCATORplus features are available, but the default screen is "simple search".   
Begin with a title search. Click the Search button to bring up the bibliographic information. 
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III. Borrow Requests for Monographs and Non-Serial Items 
 
Once you have found the item you want, click the DOCLINE Order button. 
 

 
 
DOCLINE places bibliographic information into a C tation Input form.  You cannot alter this 
information -- it is "Display Only". Click the Next button to proceed to the Delivery Address 
screen to send the request. 

i
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III. Borrow Requests for Monographs and Non-Serial Items 
 
Click the Finish button and DOCLINE will confirm which library received your request. 
 

 
 
You can print this screen for a printed (hard copy) record or click the Request Number for a 
complete copy of the request. 
 

 A CLOSER LOOK  
   
�� Requests for non-serial items will NOT be linked to a libraries' holdings in SERHOLD. 

Therefore, requests  will NOT be routed automatically.  This is why the Routing Instructions 
screen has displayed a M/A/N map rather than checkboxes for routing cells. 

 
��All borrow requests can be viewed online via the DOCLINE's Status/Cancel feature, where 

you also find information about request history (see III-"Eye", below.) 

NN/LM NER   October, 2002 
 

57

 



Module III -- Requests  DOCLINE Overview 
 

 
III. Resubmitting Unfilled Requests  

 
Sometimes requests cannot be filled.  These requests are returned to you as "retired unfilled" 
requests.  You are notified with messages found on your DOCLINE Home Page.  Click HOME. 
 
To review retired unfilled requests, click the retired unfilled message link to retrieve the list. 

 

 
 
DOCLINE brings you to a Status/Cancel screen.  It is a subset of the Status/Cancel feature, 
listing only unfilled requests. 
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III. Resubmitting Unfilled Requests  
 
Here you review the requests and their histories.  You can also resubmit requests, but first you 
should edit them (wherever possible) to give them a fresh chance to be filled.   
 

 
 

Check the Request Number to view the request.  
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III. Resubmitting Unfilled Requests  
 
Click the Action value link to view routing history. 
 

 
 

Click the Return button to return to the S atus/Cancel screen. Then, click on the t Resubmit 
Number link to bring up the Citation In orma ion screen.   f t
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III. Resubmitting Unfilled Requests 

 
You can also review the request itself by checking the Request button, up above. 
 

 
 

Another new browser window opens up in which you can view the request. 
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III. Resubmitting Unfilled Requests  
 
You can review the request history by clicking the History button. 
 

 
 

Another new browser window opens.  Here you can see where the request was routed and 
what happened to it. 
 

 
 

Click one of the Institution links and take note of the information pulled in from the DOCUSER 
record (such as: Contact and Charges information.)   
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III. Resubmitting Unfilled Requests 
 
You can review tips about resubmitting unfilled requests by clicking the Help button.  Another 
browser window will open, linking directly to an NLM web site page. 
 

 
 

Hit the Next button to proceed to the Routing Instructions screen. 
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III. Resubmitting Unfilled Requests 
 
Hit the Next button to proceed to the Delivery Address screen and review the address. 

 

 
 

 
Hit the Finish button and the next screen will be a confirmation of your resubmitted request. 
[Note that the request has been reassigned a new request number.] 
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III. Resubmitting Unfilled Requests 
 
Click the Return button and you will notice there are no more requests in the queue awaiting 
resubmission. 
 

 
 

Click the Reviewed button at the bottom of the screen to clear all items from the "Retired
Unfilled" notice on your Home Page.  [Please note that until you click this button, messages 
will continue to display on the Home Page.] 

 

 
 

 A CLOSER LOOK  
   
��All retired unfilled requests remain available for display from the "Status/Cancel" feature on 

DOCLINE for 40 calendar days.  The "Resubmit" feature is also available during this time. 
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III. Resubmitting Unfilled Requests 
 
 

 
ACTION 
 VALUE 

 
REASON 

 
MEANS 

 
BEFORE RESUBMITTING 

 
Beyond Routing 

Map 
 

  
None of the potential 
lenders in your Routing 
Table could fill the request. 
 

 
Click on the Action Value link to view 
history and see why your request 
was rejected.  You may need to 
expand your population of potential 
lenders (e.g. checkbox for Resource 
Libraries on the DOCUSER Routing 
Instructions screen.) 
 

 
Expired 

 

  
Request had a "Need By" 
date that passed before 
request could be filled. 
 

 
Change the "Need By" date. 

 
Not Filled 

 
Cancelled 

 
Request not filled, due to 
cancellation; check history 
for reason or cause. 
 

 
Click on the Action Value link to see 
why the request was not filled. 
 
 

 
Not Filled 

 
Copyright 

 
Request not filled, due to 
Copyright Guidelines or 
Laws.  

 

 
 
 
 

Not Filled 
 

 
 
 
 

Cost * 
 
 

 
 
 
 
Library received request 
but would have charged 
more than you indicated 
you were willing to pay. 
 

 
Request is automatically cancelled, 
since it is assumed the remaining 
"higher" routing cells would assess 
full charges. 
 
If you would be willing to pay more, 
click the Resubmit link and change 
the value for "Maximum Cost". 

 
Not Filled 

 

 
Not Yet 

Received 
 

 
Journal article request is 
very new; no potential 
lender is yet available. 
 

 

NN/LM NER   October, 2002 
 

66

 



Module III -- Requests  DOCLINE Overview 
 

 

III. Transfer Feature: Moving LD Requests into DOCLINE  
 

Use the Transfer feature with Loansome Doc requests that you cannot fill from your 
library's collection.  This DOCLINE® feature transforms Loansome Doc (LD) requests 
into DOCLINE Borrow requests 
 
To  Transfer of Loansome Doc Requests: 
 

Step 1.  Log into DOCLINE (see Module I for instructions).  
 
Step 2.  Click REQUESTS. 
 
Step 3.  Click Transfer. 
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III. Transfer Feature: Moving LD Requests into DOCLINE  
 
Enter an individual request number or click the GO button to display all of the LD requests to 
be transferred. 

 

 
 
Choose whether you want the request sent to the Patron or to the Library. 
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III. Transfer Feature: Moving LD Requests into DOCLINE 
 

To transfer a request into DOCLINE, click the Request Number link. 
 

 
 
Routing Instructions and Delivery Address information is displayed together on the same 
screen.  The library's phone number is displayed, but the fax number is that of the LD patron.  
You might wish to limit the number of libraries to which the LD request routes by leaving only 
the first few boxes checked. 
 

 

NN/LM NER   October, 2002 
 

69

 



Module III -- Requests  DOCLINE Overview 
 

 
III. Transfer Feature: Moving LD Requests into DOCLINE 
 
The delivery address is taken from the LD patron's registration record and is usually the 
patron's address, but you can change this to the library's address.   
 
When you are ready, click the Finish button to send request on its way! 
 

 
 

DOCLINE then tells you which library received this request. 
 

 
 
 

 A CLOSER LOOK 
 
�� As the LD patron's "Ordering Library," you may decide to either fill or not fill a Loansome 

Doc request -- the librarian at the Ordering Library where the LD patron is registered can 
make the Transfer Request via the DOCLINE.  Simply enter the Request Number and Click 
the GO button. 
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III. The Requestor Feature  
 
To borrow for another User/Library, use the Requestor feature. 
 
To initiate the Requestor feature: 
 

Step 1.  Log into DOCLINE (see Module I for instructions).  
 
Step 2.  Click REQUESTS. 
 
Step 3.  Click Requestor. 
 

 
 
Enter the Requestor's LIBID; click the Change button and the Requestor's routing map is 
used. 
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III. The Requestor Feature  
 
Use any of the four Search features (outlined earlier in this module) to generate requests.  
Click the Next buttons to proceed to the Routing Instructions and Delivery Address screens.  
 

 
 
Click the Finish button to send the request on behalf of another user/library. 
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III. The Requestor Feature  
 
DOCLINE will then tell you which libraries received the requests that you sent on behalf of the 
other library. 
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III. The Requestor Feature  
 
 

 
 

Information on all borrowing requests are stored in the system for 40 days after the request 
is filled, cancelled or retired. 
 
 

  A CLOSER LOOK 
 
�� The Requestor feature is not in common usage; please avoid its use, unless you are 

making requests on behalf of another library, for example: you have a one-person library 
and the librarian   is on vacation --or-- the library is temporarily out of commission.  It is 
assumed that you would be using that library's routing map, acting "on their behalf." 

 
�� Please remember that you can temporarily suspend DOCLINE routing to your library by 

placing a HOLD Request.  To place such a request, contact your Network Coordinator at 
the NER Regional office by entering the following URL:  
http://nnlm.gov/libinfo/DOCLINE/dochold.html. Also, see Module I-C. for 
details. 
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III. Receipt and Lend Requests  

 
You can Receipt and Lend right from your Home Page, by logging in and clicking your 
message links. 
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III. Receipt and Lend Requests   
 
You have one working day in which to receipt and acknowledge requests that are sent to you. 
Requests that are not acknowledged during that time will route on to other lending libraries. 
The countdown begins at 12:05 A.M. ET on the day following the request's entry. 
  

 
 

The requests you receive are all displayed on one long, virtual "receipt page" that is 
usually too long to fit on a standard computer screen. You can view your receipts by 
scrolling down the page with the scroll bar.  Requests are sorted by journal title. 
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III. Receipt and Lend Requests 
 

Use your browser's Print function to print requests. [Please note that the system considers 
a request receipted by you as soon as you display them on your screen, whether you use 
the Messages or Receipt option.]  Click the OK button. 
 

 
 

Click the Print/Download Receipts button. 
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III. Receipt and Lend Requests 
 
A new browser window opens to display your requests, sorted by journal title. 
 

  
 

To print or download these requests (use the browser's pull-down menu) by selecting File, 
then  "Print" (to secure a hard copy) or "Save As" (to download and secure a soft copy.) 
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III. Receipt and Lend Requests 
 
You can download or print from the browser window as many times as is necessary.   
When you are finished, close the window by clicking "x" in upper right corner. 
 

 
 
 

KEY NOTE 
 
Make sure that your receipts are okay before leaving this page. Once you leave this page, you 
must go to DOCLINE's Status/Cancel feature to retrieve these requests once again. 
 

 
DOCLINE confirms (see red lettering, below) that you have no more lend requests to retrieve. 
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III. Receipt and Lend Requests 
 

You now have three working days to process the requests that you received. Time is 
counted beginning 12:05 A.M. ET the day following their receipt.  Weekend days are NOT 
counted as working days. 
  

 
 

You must update the system in time, or requests will route to other libraries.  
Should other libraries fill requests that you have already filled (due to an oversight on your part 
to update them in DOCLINE),  please do not expect a reimbursement for filling the request. 
 
DOCLINE will provide a message on your Home Page confirming how many requests have 
been receipted and awaiting completion.  DOCLINE will also give you this warning the day 
before any requests are routed to other libraries.  To view requests, click the appropriate link.  
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III. Receipt and Lend Requests 
 
To update DOCLINE to fill or reject requests, click on the link: 
"DOCLINE requests received awaiting completion." Or, click REQUESTS, then Lend. 

 

 
 

With the Lend feature, one way to indicate actions you take on requests is to enter request 
numbers in batches.  Use the Batch P ocessing screen for groups of requests on which you 
are taking the same Action and Reason. 

r
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III. Receipt and Lend Requests 
 
Separate the request numbers with a space or a line.  If you are filling these requests, select 
"Filled as requested" in the Action field. When you select "Filled as Requested," the Reason 
field is not applicable. 

 

  
 
Click the Update button to record these actions. 
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III. Receipt and Lend Requests 
 

The DOCLINE Requests Updated window appears with the processed request numbers displayed.  To process 
more requests, click the Return button. 

 

 
 

If you select "Rejected," a selection of reasons appears in the Reason window. 
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III. Receipt and Lend Requests 
 
There is a  list of Reasons for rejecting a request (see below). 

 

 
 

You can enter several request numbers in the box. The same Reason for rejection will then 
apply to all of the request numbers entered. 
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III. Receipt and Lend Requests 

 
Respond to individual requests by using the Single tab. This allows you to update each 
request separately. Use this screen when you have a group of requests that you are rejecting 
for different reasons.  You can fill requests from this screen, too. 

 

 
 

Use the drop down box in the Number column to select a specific request number. 
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III. Receipt and Lend Requests 
 
Use the drop down box in the Action column to indicate whether you are filling or rejecting 
the request.  
 

 
 

Select Method of Delivery from the drop-down box. 
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III. Receipt and Lend Requests 
 

Select Type: Journal or Monograph. 
 

 
 

Select Form to indicate whether copy or original was sent. 
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III. Receipt and Lend Requests 
 
When rejecting a request, select a Reason from the drop-down box. 
 

 
 

Most reasons for rejecting a request will cause it to route to another library. An asterisked (*) 
reason will automatically cancel a request. 
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III. Receipt and Lend Requests 
 

DOCLINE will confirm that the requests have been updated.  Then, click the Return button. 
If there are more requests to be processed, you will be returned to the Lend screens. 
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III. The Status / Cancel  Feature 
 
The Status/Cancel feature provides the ability: 
 

�� to gain information about the status of borrow requests 
�� to view request history  
�� to review lending requests received, but not completed processing or updating 
�� to cancel requests 

 
To initiate the Status/Cancel feature: 
 

Step 1.  Log into DOCLINE (see Module I for instructions).  
 
Step 2.  Click REQUESTS. 
 
Step 3.  Click Status/Cancel. 
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III. The Status / Cancel  Feature 
 

The Status/Cancel feature allows you to obtain information about a specific request by entering 
the Request Number, then click the Go button. (To obtain information about a group of 
requests, set the search limits.) 

 

 
 
 

(See that the Action was "Not Filled" by NLM because the request was sent as a demo.)  
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III. The Status / Cancel  Feature 

 
For a list of Action values and their definitions, click the Action link. 
 

 
 
A separate browser window pops up, listing Action values and their definitions. 
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III. The Status / Cancel  Feature 
 

For an entire history for this request, click the Action value link for a specific request. 
 

 
 
You can view the entire history for this request. 
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III. The Status / Cancel  Feature 
 

For a copy of the request, click the link for a specific Request Number. 
 

 
 
The request information displays on your screen.  Use the side scroll bar to view 
everything.  Use your browser pull-down menu and choose the Print function to obtain 
a hard copy of the information displayed. 
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III. The Status / Cancel  Feature 
 
View the status of a group of requests with the Set Search Limits option.   
Begin by selecting DOCLINE or LD (Loansome Doc) requests. 
 

 
 

Then select Request Type (Borrow - Lend  - Transfer): for example, select "Borrow" to display 
requests that you have sent out to other libraries. 
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III. The Status / Cancel  Feature 
 

Select the Status of Requests (All - Filled - Pending - Retired):  
 

 
 
Then, select the Number o  "Begin" Days (i.e., the number of days since the request was first 
initiated or received.)  

f
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III. The Status / Cancel  Feature 
 

Select the Number of "End" Days (i.e., the number of days since the last action was taken on 
the request.)  

 

 
 

Then, select the Sort Order (Ascending - Descending) and click the Go button.   
The default sort order is "Ascending". 
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III. The Status / Cancel  Feature 
 
The Results screen will list Request Number, Dates, Action and Institution for all the requests 
meeting the search criteria. 
 

 
 

Information about the request remains available for 40 days after the last action is taken. 
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III. The Status / Cancel  Feature 
 

History of a request can be obtained by clicking the Action Value link in the Status search 
results list. 
 

 
 

The "History of request" screen shows institutions, reasons and dates for all actions taken on 
that request.  The Delivery Feature also displays. 
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III. The Status / Cancel  Feature 
 

Click on the LIBID for information about any of the libraries to which the request was routed. 
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III. The Status / Cancel  Feature 
 

Requests that are discontinued because they were not filled appear when you click Message 
links on your HOME Page.  Click the Request Number link to view the request; click the Action 
Value link to view its history. 
 

 
 

To resubmit a request, click the Resubmit Number link for that request.   
 
 
(See III-F of this module for more information about resubmitting unfilled requests.)  
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III. The Status / Cancel  Feature 
 

To cancel a request, click the Resubmit Number link for that request. Then, check off the 
Cancel Checked Items box to complete the cancellation. 

 

 
 
 

The Action value "NEW" means that the receiving library has not read the request and they do 
not know it was sent to them.  If you cancel a request with a NEW Action value, you do not 
need to notify the receiving library. 

  
 

NN/LM NER   October, 2002 
 

102

 



Module III -- Requests  DOCLINE Overview 
 

 

III. The Status / Cancel  Feature 
 
On the other hand, a request with The Action value "Received" means that the receiving library 
has read the request and has already begun their work to fill it. 
 

 
 

 
If you cancel a request with a "Received" action value, you should notify the receiving library 
by phone or e-mail. You can determine phone numbers and e-mail addresses by clicking on 
the appropriate LIBID link. 
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III. The Status / Cancel  Feature 
 
When you select "Lend", lending requests will be retrieved as those requests from other 
libraries for items in your collection.  And when you also select "Pending", these are requests 
that are currently being processed by your library.  
 
If you get a message "No requests found" in red, there are no further lend requests to 
process. 
 

 
 

When you set search limits for lending requests, make sure to take weekends and holidays into 
account. 
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III. The Status / Cancel  Feature 
 

Remember that you have three working days to process lending requests before they are 
routed to another library. The DOCLINE Home Page will warn you with screen messages, if 
there are requests about to be re-routed, due to exceeded, allotted time limits.  From the 
Status/Cancel screen, you can see how many hours are remaining in the sand dial. 

 

 
 

You can also view requests about which you have received a ReRoute warning. 
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III. The Status / Cancel  Feature 
 

 
 

It is important to keep in mind about the Time-Triggered Action count of "three working days" 
(see below.) 
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III. The Status / Cancel  Feature 
 

DOCLINE's Online Manual provides more information about how Time-Triggered Actions work; 
simply click Help from the Home Page (see below): 
 

 
 

 then, Online Manual (see below): 
 

 
 

then, click the Time-Triggered Actions link. 
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III. The Status / Cancel  Feature 
 
You can also use the "Set search limits" for information about LD requests that you processed. 
  

 
 

Or, to find information about LD requests that you sent to other libraries with DOCLINE's 
Transfer feature. 
 

NN/LM NER   October, 2002 
 

108



Module III -- Requests  DOCLINE Overview 
 

 

III. Reports   
 

To initiate the Request Reports feature: 
 

Step 1.  Log into DOCLINE (see Module I for instructions).  
 
Step 2.  Click REQUESTS. 
 
Step 3.  Click Reports. 
 

 
 

Here you can determine (Report 1-7) which libraries have you in their Routing Table.  You 
can also view quarterly statistics for your library (Reports 1-1A through 5-1B.)  Quarterly 
reports are NOT archived by NLM, so when a new quarter is loaded, data for the oldest quarter 
is replaced and is no longer available.  It is recommended that you store data from NLM's 
quarterly statistical reports on your own computer for future retrieval. 
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III. Reports   
 

  A CLOSER LOOK 
 
�� Onsite PubMed training is available through the NN/LM NER Regional Office.  
      Please contact Donna Berryman at 508-856-5962 --or-- donna.berryman@umassmed.edu. 
 
�� A DOCLINE tutorial is available online: http://nnlm.gov/train/tutor/DOCLINE/. 
 
�� Front-end ILL systems (e.g. CLIO, QuickDOC, OCLC’s ILLiad, etc.) will generally provide 

better statistics. Please keep in mind that DOCLINE is NOT a front-end system. 
 
�� DOCLINE is expected to arrive at ISO/ILL Protocol compliance shortly; this will greatly 

improve the interface among diverse ILL systems in the future. 
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MODULE IV. SERHOLD 
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IV. SERHOLD Search/Update/Add   
 
SERHOLD contains information about your library's serial holdings.  
With the Search/Update/Add function, you can:  
 

(a.) update holdings for journals in your library's collection; and  
(b.) add holdings for new titles.  

 
 
To initiate a SERHOLD Search/Update/Add session: 
 

Step 1.  Log into DOCLINE (see Module I for instructions).  
 
Step 2.   Click SERHOLD. 
 
Step 3.   Click Search/Update/Add. 

 

 
 

Enter a journal title, title abbreviation,UI, ISSN or OCLC number.  Your library is checked off as 
the default search limit. 
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IV. SERHOLD Search/Update/Add 
 
If holdings are already listed in SERHOLD for your library, the holdings record will display. 
Click the Update button to make changes to your holdings statement. 

 

 
 

A "Begin Volume" and "Begin Year" with no "End Volume" and "End Year" indicates a 
"current" subscription. This may be also indicated by the "Acquisition Status" (see below.) 
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IV. SERHOLD Search/Update/Add 

 

 
 

A "Begin Volume" and "Begin Year" with an "End Volume" and "End Year" indicates an 
"inactive" subscription. This may also be indicated by the "Acquisition Status" (see below.) 
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IV. SERHOLD Search/Update/Add 

 
For those serial titles with issue numbers rather than volumes, you may enter issue 
numbers in the Volume fields (see below.)  
 

  
 

Use of the "Completeness" and "Commitment Level" will depend on your library's policies.  
Many libraries leave these fields as they are (see below.) 
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IV. SERHOLD Search/Update/Add 
 

You can also select a Retention Policy of "Retained for a limited period" and indicate length of 
time the title is retained (see below.) 
 

 
 

This limited retention period will appear on the holdings record for your library. 
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IV. SERHOLD Search/Update/Add 
 

For those serial titles with a "holdings gap", click the Insert Row button to indicate years that 
are non-contiguous (see below.)  There is no limit to the number of gaps you can show in your 
holdings. 
 

 
 

Remember: always click the Update button to record changes to your SERHOLD record.  
Changes are made "in real time" (that is, they can be viewed on the screen immediately.)  
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IV. SERHOLD Search/Update/Add 
 

Click the Add Different Format button to indicate a different physical format for an already 
existing entry. Often, different formats will be assigned different ISSN numbers, and this 
should be reflected in the holdings. 

 

 
 

Click the the drop down arrow to view the list of formats to choose from 87 different formats! 
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IV. SERHOLD Search/Update/Add 
 

To add a title, enter the Journal Title, Title Abbreviation, UI, ISSN or OCLC number and click 
the Search button. The "My Library" checkbox  is checked off as the default search limit: 

 

 
 

The Add Holdings screen automatically displays (see below.) Complete holdings information 
and acquisition status must be completed to add the journal title.  Click the Add button to 
record the addition. [Please note only years have been entered for this series.] 
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IV. SERHOLD Search/Update/Add 
 
If you forget to click on one of two radio buttons to indicate Acquisition Status, a message box 
will pop up reminding you to do so before the record is added to your holdings.  
 

 
 
Click one of the Acquisition S atus radio buttons (see below): t
 

 
 
Then, click the Add button and SERHOLD will confirm that you were successful in adding your 
library's holdings for that title (see below). 
 

 
 
Your library's new holdings is then immediately displayed (see below.)  
[Note the button at the bottom of the screen changing from Add to Update.] 
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IV. SERHOLD Search/Update/Add 
 

If you do not know: the correct Journal Title, Title Abbreviation, UI, ISSN, or OCLC number, 
select the LOCATORplus tab to search the NLM's catalog (OPAC). 

 

 
 
 

Please notice how LOCATORplus opens up within SERHOLD (see below.) 
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IV. SERHOLD Search/Update/Add 
 

Use any LOCATORplus search option.  
 

 
 

In this example (see below),  we are conducting a search on Title with two results. 
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IV. SERHOLD Search/Update/Add 
 

When you have located the journal's bibliographic record (see below), click the 
Return to SERHOLD® Search button. 

 

 
 

Bibliographic information for the journal is inserted into a Search/View screen.  
You may now update or add holdings for your library. 
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IV. SERHOLD Search/View    
 
SERHOLD contains information about your library's serial holdings. With the Search/View 
function, you can: (a.) search for the bibliographic records of specific journal titles; and  
(b.) view which libraries own these records. 
 
To initiate a SERHOLD Search session: 
 

Step 1.  Log into DOCLINE (see Module I for instructions).  
 
Step 2. Click SERHOLD. 
 
Step 3. Click Search/View. 
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IV. SERHOLD Search/View    
 

To find the bibliographic record for a particular journal, enter the journal title, title 
abbreviation, UI, ISSN or OCLC number. 
 
For Search L mits, you can check the Region box, highlight your selection, and click the Apply 
button.  You can also search by state or province. 

i

 

 
 

You can also limit your search by selecting library groups within the Library Group list box.   
To select more than one group, hold down the Control <Ctrl> key and highlight each 
selection.  
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IV. SERHOLD Search/View    

 
You can also search up to ten (10) individual libraries' holdings by entering their LIBID's.  
Click the LookUp LIBID button for help finding LIBID's.  

 

 
 

Highlight the selection and click the Apply button -- the LIBID(s) will be added to the search 
strategy. 
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IV. SERHOLD Search/View    

 
Please note the LIBID "MAUMAS" added to the search screen, below. 
 

 
 

Click the Search button to begin your search. 
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IV. SERHOLD Search/View    
 
Click a LIBID link to view that particular library's holdings. Click the arrow to the left of the 
LIBID and you can view a library's ILL information from DOCUSER (remember Module II?) 

 

 
 

If you don't know the correct Journal Title, Title Abbreviation, UI, ISSN or OCLC number, select 
the LOCATORplus tab to search NLM's catalog.  LOCATORplus opens within SERHOLD. 
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Bibliographic information for the journal is inserted into a Search/View screen. You will want to 
(a.) set the Search Limits; (b.) conduct your search; and (c.) view the libraries' holdings. 
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IV. SERHOLD Search/View    
 
Often a journal has a subtitle; this subtitle must be included in a SERHOLD search since it is 
officially part of the journal's title.  A LOCATORplus search can reveal a subtitle. When you find 
the journal's bibliographic record, click the Back to SERHOLD®  button. 
 

 
 

Bibliographic information for the journal is inserted into a Search/View screen (see below.)  
You may now search for libraries that own this title. 
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IV. SERHOLD Search/View 

 
Now, let's take another example: we want to determine which "Freeshare" libraries in New 
England (Region 8) have serial holdings in Nature Immunology, a relatively new serial title.  
We have boxes checked off for Region and Library Group, following selections from their 
respective list boxes. 
 

 
 
Next, we search LOCATORplus to bring in the appropriate bibliographic information for the 
journal. 
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IV. SERHOLD Search/View    

 
Once you click on the Back to SERHOLD button, the bibliographic information is 
automatically brought into the search record (see below.) 

 

 
 

Click the Search button.  
 
The search yielded one (1) library in Region 8 that belongs to Freeshare AND has holdings for 
the serial title Nature Immunology (see below.) 
 

NN/LM NER  October, 2002 131



Module IV -- SERHOLD  DOCLINE Overview 

 
IV. SERHOLD Reports 
 
With the SERHOLD Reports function, you can:  

(a.) produce various lists and your library's journal holdings; and  
(b.) produce union lists of your holdings for library groups and for libraries in your state 

or province.  
 
To initiate a SERHOLD Reports session: 
 

Step 1.  Log into DOCLINE (see Module I for instructions).  
 
Step 2.  Click SERHOLD. 
 
Step 3.  Click Reports. 

 

 
 

The first step: Select a report and initiate a request by checking on the appropriate link. 
 

KEY NOTE 
 
Report requests often run the same night. You will receive a message on your DOCLINE®  
Home screen when your list of holdings is ready. Your institution name will appear in Blue 
and you can print off a nice, clean copy of your holdings. 
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IV. SERHOLD Reports   
 

Choose Standard ("ready to be printed") or Delimited ("can be imported into a database or 
spreadsheet") report format type. Title, Holdings, Library Name, and NLM Unique ID display on 
all reports.  Select additional fields to display by holding down the Control <CTRL> key.   
After choosing your report specifications, click the Submit Report button.  

 

 
 

Confirmation message (see below.) 
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IV. SERHOLD Reports   
 
The system confirms that your request has been submitted and provides information about 
when to expect it and how to view it. 

 

 
 

When your report is ready, you will receive a message on your DOCLINE Home screen. 
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IV. SERHOLD Reports   

 
Click the Report Name link to view the report. 

 

 
 

Below is an example of the Standard Report format, ready to be printed. 
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IV. SERHOLD Reports   
 

Below is an example of the Delimited Report format, ready to be stored within a spreadsheet 
or database.  Each serial record is on a separate line.  Use the scroll bar at the bottom of the 
screen to view complete records.  You can specify whether you want field names to appear in 
the first row.  You can also choose what delimiter is used to separate fields.   

 

 
 

You can specify whether you want field names to appear in the first row.  You can also choose 
what delimiter is used to separate fields.  Use your browser to save data in a text (.txt) file.   
In the example above, field delimiters are commas and text qualifiers are within quotation 
marks. 

 

  A CLOSER LOOK 
 
�� When conducting a Journal Title/Title search, please keep in mind that titles must be  
       NLM-approved (i.e., you cannot be creative -- journals with subtitles must have complete    
        titles.)  
 
�� Please keep in mind when borrow requests are filled according to automatic routing via 

SERHOLD, the matching request-to-holdings program will match either on Volume or 
Year, but not both. 
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IV.  Exercises  
 
1. How many "Freeshare" libraries in New England hold JAMA?   
 
 
 
2. How much do the larger libraries charge for copies of articles in JAMA? 
 
 
 
3. How many BHSL institutions in New England hold  The Lancet? 
 
 
 
4. Does my library hold European Food Research and Technology  [ISSN: 1438-2377] 

(a.k.a. Zeitschrift fur Lebensmit el-Untersuchung und -Forschungt ) ? 
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IV.  Answers to Exercises  
 
1. How many "Freeshare" libraries in New England hold JAMA?  94 
 

Search/Checkoff:   Region   08 -- New England (NER) 
 
Search/Checkoff:  Library Group Freeshare   
 
 
   

2. How much do the larger libraries charge for copies of articles in JAMA?   
 
Click on the arrow to the left of the LIBID (MAUMAS): 
 

 
 

Copy              $11.00                    50 page limit 
Fax                $19.00 

 
 
 
3. How many BHSL institutions in New England hold  The Lancet? 7 
 

Search/Checkoff:   Region   08 -- New England (NER) 
 
Search/Checkoff:  Library Group BHSL   

 
 
 
4. Does my library hold European Food Research and Technology (ISSN: 1438-2377) 

(a.k.a. Zeitschrift fuer Lebensmit el-Untersuchung und -Forschungt ) ? 
 
 
 

NN/LM NER  October, 2002 138

 



Module V -- Loansome Doc (LD)  DOCLINE Overview 
 

MODULE V.  LD (LOANSOME DOC)  
 

Loansome Doc contains information about your library's Loansome Doc patrons or registrants. 
With the LD function, you can:  
 

(a.) gain access to your LD registrants file that lists all of the people who are registered 
to receive LD services from your library; and  

(b.) view information about registrants (including their UserID's and passwords), in 
addition to authorize or de-authorize registrants for service from your library.  

 
[Note  With Release 1.4, the following fields were added to the LD patron display for

the  
:  

iOrdering Library: delivery method;  comments; and transfer authorizat on.]  
 
To initiate an LD Administration session: 
 

Step 1.  Log into DOCLINE (see Module I for instructions).  
 

Step 2. Click LD. 
 

  
 

For a list of all your LD patrons (or registrants), simply leave the screen as it is first displayed  
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MODULE V.  LD (LOANSOME DOC)  

 

 
 
The list includes Name, User ID and whether the registrant is Affiliated and Authorized. 
To view more information about an individual, click any of the fields highlighted in blue. 
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MODULE V.  LD (LOANSOME DOC)  

 
The record for that registrant displays. 

 

 
 

You control whether a registrant is affiliated or authorized by checking or clearing the Affiliated 
Patron and Authorized Patron boxes.  A person who is not authorized cannot send LD requests 
to you. 
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MODULE V.  LD (LOANSOME DOC)  

 

 
 

To learn a registrant's password, click the Password button. You can search by any field in an 
LD registrant's record. 
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MODULE V.  LD (LOANSOME DOC)  
 
 

KEY NOTE 
 
You cannot delete patrons from your LD Patron List; patrons may only be "deactivated" by 
you.  
On a routine basis, NLM will run a program to delete "deactivated patrons from their database.  
This will happen automatically and requires no intervention by you or by the NER Regional 
office. 
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Contacts 
 
National Network of     Network Coordinator, New England Region (NER) 
Libraries of Medicine (NN/LM)  Mark Goldstein 

Email: mark.goldstein@umassmed.edu 
Phone: 508-856-5964  
 

Electronic Fund Transfer System   University of Connecticut Health Center (EFTS) 
      Colleen Giblin 
      http://nnlmner.uchc.edu/efts/ 
      Phone: 860-679-4500 

 

Laudable Links 
 
http://www.nlm.nih.gov/pubs/factsheets/docline.html good introductory information  
 
http://www.nlm.nih.gov/services/faqdocline.html  "frequently asked questions"  

(scroll  to "General" section) 
 
http://nnlm.gov/libinfo/docline/    links from NN/LM (RML) web site 
 
http://www.nlm.nih.gov/docline/newdocline.html  links from the NLM web site  
 
http://nnlm.gov/train/tutor/docline/    DOCLINE tutoria  on the web l  
 
 

Helpful Habits 
 
�� Within the DOCLINE system, click the PREVIOUS button on the screen instead of relying 

on your browser's BACK menu option.   
�� Before starting an online session, reload your screen image by "checking off " the Personal 

Toolbar from your browser.  This will afford you a little more headroom to view the 
DOCLINE screens. Please keep in mind that you cannot adjust monitor resolution  for 
PubMed screens. 

�� Exit each screen within the DOCLINE system clicking the Update/Save button. You will 
need to save updates and changes on a "screen-by-screen" basis  (i.e., there is no global 
submit or save function.) 

�� Regard the HOME function within DOCLINE as your "lifeline" or "escape hatch." 
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